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APPOINTEE 
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DIVISION/SECTION  
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Management Related BU: 
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Confidential Related BU: 
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DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Aileen Tokunaga
	SUPERVISOR'S CLASS: Chief, OWE
	personnel analyst: JDK
	personnel date: 4/1/09
	PERCENT OF TIME: 


















50%
	activity: POSITION SUMMARY
Under the supervision of the Office of Workforce Equality Chief and lead of the Senior Investigator, perform the more responsible, varied, and complex technical staff services work and provide consultative services to management and others.  This position has access to confidential information on management’s positions regarding employer-employee relations matters.  

This position requires the abilities to reason logically and creatively.  The incumbent must use a variety of analytical techniques to resolve complex equal employment opportunity issues; develop and evaluate alternatives; negotiate settlements; conduct research; collect and analyze data; present ideas and information effectively both orally and in writing; construct letters for the signature of high-level administrators; consult with and advise management and employees on a wide variety of equal employment opportunity subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain regular, consistent, and predictable attendance, exercise good judgment, and conduct investigations and prepare Reports of Findings within the statutory time frames.  Essential duties are:

Conduct complex statewide investigations on internal and external complaints of discrimination that are filed by the department's employees, applicants, and/or contractors which may require traveling statewide either by air and/or vehicle.  Conduct interviews; research and collect background information; prepare reports of findings; consult with and advise managers, supervisors, employees, applicants and contractors on discrimination and misconduct issues; mediate and resolve problems.  Serve on adverse action committees as needed.  Maintain good organizational, interpersonal, and problem-solving skills. Prepare responses to external inquiries.  Prepare response letters to external control and enforcement agencies.  Respond to various inquiries from the State Personnel Board, Department of Fair Employment and Housing, U.S. Equal Employment Opportunity Commission, labor representatives, and private attorneys.   
	classification: Associate Governmental Program Analyst
	appointee: 
	dwr position number: 0170-5393-xxx
	sap personnel no: 
	sap position number: 50000525
	division: Executive/Office of Workforce Equality
	mcr: 1
	percent 2: 25%







15%







5%


5%



	activity2: Responsible for tracking purchases, monitoring expenditures, and producing monthly budget reports to the Chief.  Track and monitor legislation and prepare legislative bill analyses.  Facilitate EEO training.  Develop training curriculum and coordinate training for the Department's EEO classes, follow-up on evaluations, and perform other duties relevant to the training function.  Develop and coordinate training on Sexual harassment Prevention, EEO Leadership, Disability Sensitivity and Awareness, Diversity, New Employee Orientation, and other EEO-related training for departmental managers, supervisors and employees.

Coordinate the Disability Advisory Committee activities to address and/or assess actual needs of employees and applicants.  Define issues and identify strategies for proposed program revisions.  Provide evaluation of pilot programs and projects in order to assess their effectiveness supporting the Department's goals and objectives.  Review and revise departmental policy relating to the Disability Program as needed.  Serve as a lead for the Catch a Special Thrill program that is a coordinated effort between the Department of Water Resources, Fish and Game, Boating and Waterways and Parks and Recreation.  Coordinate the Mentor Program.

Prepare written correspondence for internal signatures.  Prepare correspondence for directorate signature and other high level administrators.

Assist with various administrative projects due to workload issues.

ESSENTIAL REQUIREMENTS
Incumbent must have excellent writing, analytical, and organizational skills.  The ability to collaborate with staff on writing reports and provide technical knowledge on conducting investigations.  The ability to travel statewide to conduct investigations and/or facilitate resolution of issues, as well as conduct training.  The ability to establish and maintain good interpersonal relationships for effective problem solving.  The ability to organize multiple tasks and assignments in an efficient and effective manner to ensure completion is timely.  Overnight stays may be necessary.

	supervisor name: Aileen Tokunaga
	employee name: 


